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IDENTIFIERS 
ABSTRACT 

The U.S. Air Force job inventory for the 
communications-electronics program management career ladder is 
divided into 13 categories, each of which is broken down into a 
dutytask list. Space is provided for Air Force personnel filling out 
the inventory to check whether each task is at present part of their 
duties. The 13 categories are: organizing and planning office 
functions; directing and 'implementing office activities; evaluating 
office activities; training; performing plans management duties; 
performing planning portion of program management functions; 
performing documentation portion of program management functions; 
performing program communications-^electronic support program (PCSP) 
management; performing implementation portion of program management 
functions; performing base wire communications program (BWCP) portion 
of program management functions; performing budgeting functions; 
performing unit administrative manpower functions; and managing and 
administering conmerci-al or government furnished communications 
services. A personnel information questionnaire is also included. 
(JR) 
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BACKGROUND INFORMATION 



DO NOT REMOVE ANY CARDS 
FROM THE ENVELOPE UNTIL 
YOU ARE READY TO USE 
ANSWER CARD A. INSTRUCTION 
ARE ON PAGE iv. 



GENERAL INSTRUCTIONS 

1. Your assistance In completing this inventory is VERY 
IMPORTANT. Your answers will be used to: 

a. Write job descriptions of your job. 

b. Develop training materials. 

2. To qualify for this survey: 

a. You must have a duty AFSC of 29630, 29670, or 29690. 

b. You must have been working in your present job assignment 
for at least four weeks. 

3. This booklet is in three sections. You must complete all 
three sections in order. 

SECTION i PERSONNEL INFORMATION (answer directly in the 
booklet) 

SECTION II BACKGROUND INFORMATION (answer on card A) 
SECTION III TASK INFORMATION 

Part I, task checking (check directly in the booklet) 
Part II, time rating (time rate on attached cards) 



INSTRUCTIONS 



SECirON I 
PERSONNEL INFORMATION 
INSTRUCTIONS 



Turn to page III and answer the personnel Information 
questions. Print or check your answer directly Into the booklet 
using a number 2 pencil. 



I 



u 



PERSONNEL INFORMATION 



CASE CONTROL NUMBER (1-4) 



PLEASE PRINT INFORMATION REQUESTED AND CHECK APPLICABLE BOXES 



LAST NAME - FIRST NAME - MIDDLE INITIAL 



(5-22) 



GRADE 



(23) 



E3 E4 gS E6 



E7 E> 



□ □□□□□□□□ 

AB AMN AlC SCT SSCT TSCT MSCT SMSGT CMSCT 



SOCIAL SECURITY ACCOUNT NUMBER 



(24-32) DUTY TELEPHONE EXT 



(24-26) 



(27-28) 



(29-32) 



CIRCLE THE HIGHEST EDUCATION LEVEL (OR GED EQUIVALENT) YOU HAVE COMPLETED (33-34) 
ELEMENTARY HIGH SCHOOL COLLEGE GRADUATE 

05 06 07 08 09 10 11 12 13 14 15 16 17 18 



MAJOR COMMAND 

A G 



(35) 



□ □□□□□□ 



AAC 

H 



ACtC 

J 



ADC 

K 



AFAFC 

P 



AFC5 
N 



AFLC 
Q 



AFRES 
R 



□ □□□□□□ 



AFSC 



ATC 

T 



AU 
B 



HQ COMD HQ USAF 

D L 



MAC 

U 



PACAF 



□ □□□□□□ 



SAC 



TAC 



USA FA 



USAFE 



USAFSO 



USAFSS 



PRIMARY AFSC 
PREFIX 



□ 

(36) 



NUMBER 



(37-41) 



(36-42) 
SUFFIX 

□ 

(42) 



TOTAL MONTHS IN PRESENT JOB TOTAL MONTHS AT PRESENT BASE TOTAL MONTHS IN DUTY AFSC 



(SO-52) 



DUTY AFSC 
PREFI X 



□ [ 





IUM9ER 










1 



(43-49) 



|UFF1|( 



(43) 



(44-48) 



(49) 



(53-SS) 



(56-58) 



TOTAL MONTHS IN CAREER FIELD 



TOTAL MONTHS ACTIVE FEDERAL 
MILITARY SERVICE 



NO. OF SUBORDINATES WHO REPORT 
TO YOU DIRECTLY FOR SUPERVISION 



(S9-6I) 



(62^64) 



(6S-66) 



IF YOU WERE CONVERTED OR RETRAINED, ENTER 
PREVIOUS AFSC 



PREFIX 

□ 



NUMBER 



ERIQ 



(67) 



(68-72) 



►-SUFFIX 
(73) 



ORGANIZATION 



(CARD 2: 5-35) 



PRESENT WORK ASSIGNMENT 
(Position or Job TitU) 



(CARD 2: 36-73) 



fHSTRUCnONS 



SECTtON II 
BACKGROUND INFORMATION 
INSTRUCTIONS 

1, Take card A Background Information from your envelope. 

2. Read the Background Information questions on pages v 
through vl • 

3. Answer each question on answer card A, Blacken the circle 
that indicates your chotce of answers. 

BE SURE YOU HAVE THE RIGHT CARD LINE NUMBER TO ANSWER EACH 
QUESTION 

4, When you h6>/e finished answering the Backg'-ound Information 
questions, check card A, erase ariy stray marks and replace the 
card in the envelope. 



BACKGROUND INPORMATtOK 



INDICATE YOUR ANSWERS TO THE BACKGROUND QUESTIONS BY BLACKENING THE 
APPROPRIATE CIRCLE ON ANSWER CARD A. 

I . I FIND MY JOB 

Extremely du I I 
Very du 1 1 
Fairly dul I 
So-so 

Fairly interesting 
Very interesting 
Extremely interesting 



(I) 
(2) 
(3) 
(4) 
(5) 
(6) 
(7) 



2. MY JOB UTILIZES MY TALENT 



AINING 



(I) 
(2) 
(3) 
(4) 
(5) 
(6) 
(7) 



Not at a I i 
Very little 
Fa i r I y we 1 1 
Qu i te we 1 1 
Very we 1 1 
Excel lentiy 
Perfectly 



WAS ASSIGNED TO MY) 



(I) 
(2) 

(3) 

(4) 
(5) 
(6) 
(7) 



Completion of 
Reclassif icat 
training or 
Direct duty 




p technical training course 
'lour-compiletion of resident technical 
'job training (Ojl 

bnt (DDA) from basVc military training 



to OJT without bypass test 
DDA from basic military training by bypass test 
Conversion from another AF specialty without training 
Retraining from another AF specialty 
Reenlistmont from another branch of service 



;erJc 



4. DO YOU PLAN ON LEAVING THE AIR FORCE WITHIN THE NEXT FIVE YEARS? 

( 1 ) Yes 

(2) No 

IF YES, GO TO QUESTION 5. 
IF NO, GO TO QUESTION 6. 



BAOCGROUND INFORMATION 



5. INDICATE WHICH YEAR YOU PLAN ON LEAVING THE AIR FORCE 

(I) 1973 (2) 1974 (3) 1975 (4) 1976 (5) 1977 or later 

6. 00 YOU PUN TO REENLIST? 

( 1 ) No, I plan to ret i re 

(2) No, I plan to separate without retirement benefits 

(3) Uncertain, probably no 

(4) Uncertain, probably yes 

( 5) Yes 



7. ARE YOU COMPLETING THIS USAF JOB INVENTORY UNDER THE DIRECT 
SUPERVISION OF THE CBPO OgUUFAi I^NAL SURVEY CONTROL OFFICER? 

(1) Yes 

(2) No 



8. ARE YOU COMPLETING THI? JOB VNV^NTORY 
BARRACKS? 

(1) Yes 

(2) No 



ARE YOU COMPLETING/THIS JOB INVENT! 
WHICH YOU WORK? 




YOUR HOME OR 



ORGANIZATION AT 



(1) Yes 

(2) No 



10. HAVE THE INSTRUCTIONS FOR COMPLETING THIS SURVEY BEEN READ 
OR EXPLAINED TO YOU? 

( 1 ) Yes 

(2) No 



yi 



INSTRUCTIONS 



ARE YOU PRESENTLY LOCATED AT AN INSTALLATION WHICH IS INSIDE 
THE CONTINENTAL U.S. CONE OF THE INTERIOR)? 



(I) Yes 



(2) No 



12, ARE YOU PRESENTLY LXATED AT AN INSTALLATION WHICH IS OUTSIDE 
THE CONTINENTAL U.S. CINCLUDING ALASKA AND HAWAII)? 



CI) Yes 



(2) No 



13. HAVE YOU SERVED tN ANY OF THE FOLLOWING DUTIES OR ON ANY 
OF THE FOLLOWING BOARDS DURING YOUR CURRENT ASSIGNMENT? 




THE NUMBER ON ANSWER CARD A 
E SERVED IN OR BOARDS YOU 



( I ) Yes 

IF YES, BLACKEN CIRCLE NUMBER\I NEXT' 
THAT CORRESPONDS TO THE DUtlES^YGU 
HAVE SERVED ON. 

14. AF Form 310 monitor 

15. Air National Guard 

16. ' Area fire marshal I 

17. Barracks chief 

18. Base frequency m^n&ger 

19. Bu i Id ing custod 

20. Career counselor 

21. CE work order control monitor 

22. Complaints NCO 

23. Consolidated isolated unit welfare fund custodian 

24. Cost reduction moni+or 

25. Customs inspector 

26. Decoration review boards 

27. Disaster preparedness NCO 

28. Environmental protection committee 



ERIC 



(Continued next page) 



vi. 



INSTRUCTfONS 
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29. EOT council member 

30. Equal opportunity monitor 

31 . First sergeant 

32. Ground safety council 

33. Ground safety NCO 

34. Historian 

35. Human relations monitor 

36. Information NCO 

37. Member of Battle Staf 

control center 

38. NCO advisory counsel 

39. NCO/AIrman of the 

40. Office equipment c 

41 . Reports control 

42. Resource advisor 

43. Rasource conser 

44. Securlty/Classif led destruction officer 

45. Security ICO 

46. Social actions monitor 

47. Top three board 

48. Voting NCO 

49. OTHERS 




(Continued next page) 
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VIII 



INSTRUCTIONS 



50. FROM WHICH CAREER AREA WERE YOU RETRAINED INTO 296X0? 

BLACKEN CIRCLE NUMBER i NEXT TO THE NUMBER ON ANSWER CARD A THAT 
CORRESPONDS TO THE CAREER AREA FROM WHtCH YOU WERE RETRAINED. 

51. 29XXX 

52. 30XXX 
5: 3IXXX 

54. 36XXX 

55. OTHER 

56. HAVE YOU ATTENDED ANY OF THF fOLLOWtNG COURSES? 

(I) Yes \ (2) ho 

IF YES, BLACKEN CIRCLE NUMBEf\ I NExAtO THE NUMBER ON ANSWER CARD 
A THAT CORRESPONDS TO THE/tOU^E OR COURSES YOU HAVE ATTENDED. 



57. 3AZR29670 Communica 

Management 

58. 3AZR30470 Communi 

Management 

59. 30ZR30I6-3 C-E S 

Course 

60. HAVE YOU ATTEN 
( I ) Yes 




-alectroAics Programs 
Electronics Programs 
ic^rs Prograftiming 



'OF THE FOLLOWING^ SCHOOLS? 
(2) Hd 



IF YES, BLACKEN CIRCLE NUMBER I NEXT TO THE NUMBER ON ANSWER CARD 
A THAT 'corresponds TO THE SCHOOL OR SCHOOLS YOU HAVE ATTENDED. 

6 1 . NCO Academy 

62. NCO Leadership School 

63. Senior NCO Academy 



11 
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INSTiaiCTiONS 



64. DO YOU WORK IN ANY OF THE FOLLOWING LEVELS OF ASSIGhWENTS? 

(1) Yes C2) No 

IF YES, BLACKEN CIRCLE NUMBER I NEXT TO THE NUf^ER ON ANSWER CARD 
A THAT CORRESPONDS TO YOUR LEVEL OF /.SSfGNMENT. 

65. HQ, USAF 

66. MAJCOM HQ 




ERIC 



BACKGROUND INFORMATION 



SECTION I I I 
TASK INFORMATION 
INSTRUCTIONS 



1. Read sach task in the booklet. IF YOU DO THE TASK IN YOUR 
PRESENT JOB, check the space In the right hand column. 

2. If a task you do Is N(5T LtSTED anywhere in the entire booklet, 
write it on the blank page at the end of the Booklet. DO NOT 

ADD TASKS THAT ARE CLASSIFIED 



ERIC 
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iNSTmiCnONS 



TIME RATING TASKS 
INSTRUCTIONS 

1. Take the white TIME SPENT card and task response cards I, 
through 3, from the envelope* 

2* The white card has the time scale you are to use for your 
time ratings. 

3. TIME RATE ONLY THE TASKS YOU ^ lECKED IN YOUR BOOKLET. 

4. Cards I, through 3, are for marking your time ratings. 

5. To time rate the tasks you checked in your booklet: 

a. Go back to the first task you checked. 

b. Decide the time rating you think the task should have. 

c. Find the card and card line with that task number. 

d. Blacken the circle corresponding to your time rating 
with a number 2 pencil. 

BE SURE YOU ARE ON THE CORRECT CARD LINE FOR EACH TASK YOU 
ARE TIME RATING. 

EXAMPLE: Suppose you do tasks I and 3»below, you would check 
them in your booklet and then time rate them on your cards. 



Evaluate charts or graphs 1 




Exempt personnel from routine duties 


2 




Fill supply requisition 


3 





If you decided you spend a VERY MUCH ABOVE AVERAGE amount of 
time at task I (compared to the other tasks you do) you would 
blacken circle number 7, on card line I. 

If you DID NOT check task 2 in your booklet, you would leave 
card I Ine 2 bl ank. 

If you decided you spend an ABOUT AVERAGE amount of time at 
task 3, you would blacken circle number 4 on card line 3. 



1 00(3) ©®®# 

2 0® ($ ® ® ® 0 

3 0® 0 #0 ® 0 



1A 



When you are through time rating the tasks check your cards. 
Erase any stray marks and put the cards In the envelope. 



xll 



JOB INVENTORY 
(OUry-TASK LIST) 






/ 


Arse 

296X0 


PACK 1 OF 20 




IP 

1 r 

00H£ 
NOW 


' A. ORGANIZING AND PLANNING 


OFFICE FUNCTIONS 






Assign personnel to duty positions I 




Assign sponsors for newly assigned personnel 


2 




Determine work requirements for office space, 
oersonnel, equioment. or suoDlies 


3 




Determine work priorities / 


4 




Develop Ccmmunications-Elec 
status charts 


ironies (C 


-E) program 


5 




Develop emergency personnel 


re 


cal 1 pr 


Dcedures 


6 




Develop organizational char 






7 




Establish or update file syste 
disposition plans 


ins or r 


3cords 


8 




Establish or update organizati 
or operating instructions 


onal po 


1 icies 


9 




Establish performance standarc 


s 


10 




Establish publications distrit 


ution c 


f f ice amounts 1 1 




Establish work procedures 




12 




Plan distribution or maintenance of correspondence, 
reports, or records 


13 




Plan layout of office facil 


ities 




14 




Plan or schedule work assignments 




15 




Plan safety procedures 








16 




Plan security procedures 








17 




Prepare job descriptions 








\B 




Schedu le leaves 








19 








(Continued next page) 
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JOB INVENTORY 
(DUTY -TASK USV 




20 PACES 


/ 


AFSC 

296X0 


PACK 2 OP 


IF 
DOME 
NOW 


B. DIRECTING AND IMPLEMENTING OFFICE ACTIVITIES 




Complete personnel action requests 




20 




Conduct or participate in staff meetings 


21 




Counsel personnel on personal 
related problems 


or mi 1 Itary 


22 




Develop or Improve work method 
orocedures 


sf or 


23 




Direct maintenance or utili 
equioment 


z^ion of 


office 


24 




Establish or maintain pub! i 


cai 


Mons Ii 


braries 


25 




Implement cost reduction pr 


•ogi 


ams 


26 


\ 


Implement physical or admin is* 
procedures 


rative 


security 


27 




Implement safety, procedures oi 
briefings 


■ give : 


afety 


28 




Implement suggestion programs 




29 




Interpret policies,' directives 
for subordinates 


!, or pi 


ocedures 


30 




Maintain status boards graphs 


or cha 


■ts 


31 




Requisition supplies or equipment 




32 




Supervise Administration Personnel (AFS 702X0) 


33 




Supervise Apprentice Communications-Electronic 
Programs Management Technicians (AFSC 29630) 


34 





Supervise civilian personnel 






35 




Supervise Communications-Electronics Programs 
Manaaement Technicians (AFSC 29670) 


36 




Supervise General Accounting 


Personnel ^AFb J)bixi J 


37 




Supervise Telephone Equipment 
(AFS 362X4) 


Instal ler Repairmen 


38 




Write staff studies, surveys. 


or special reports 


39 








(Continued next page) 





JOB INVENTORY 
(OOTy-TASK U5V 


PACE ^ OF 20 PAGES 


/ 

IP 

DONE 
NOW 


AFSC 

296X0 


C. EVALUATING OFFICE ACTIVITIES 




Analyze work load requirements • 4q 




Evaluate administrative forms, flles^ or 41 
procedures 




Evaluate and correct hostrtenant agreements In ^2 
support of C-E proqrains manaqement functions 




Evaluate compliance with perforihiance 


standards 




Evaluate Individuals for pr 
or reclassification 


pirl&tlon, c 


emotion, ^ 




Evaluate or answer Inspect! 


on 


reports 


45 




Evaluate safety or security 




ocedure 


^ 46 




Evaluate suggestions 




47 




Evaluate maintenance and use ( 
eauloment. or supplies 


>f work 


space, • 




Perform or evaluate self lnsp( 


actions 


49 




Select I ndividuals 'for specia 


ized tt 


aining 




D. TRAINING 






1 


Administer or score tests 51 




Assign resident course instructors 52 




Conduct OJT 53 




Conduct resident course classroom training 54 




Conduct training conferences or briefings 55 




Counsel trainees on training progress 55 




(Continued next page) 
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JOB INVENTORY 
(OUTf-TASX LIST) 




1 

20 PACES 


/ 


AFSC 

296X0 


PACE 4 OF 


IF 
DONE 
NOW 


Demonstrate how to, locate technical 


nformation 


57 


— 


Determine OJT training requirements 




58 




Determine resident course training requirements 


59 




Develop course curricula, plans of instruction 
(POn. or soecialtv training standards (STS) 


60 




Develop or review career development 
material 


course (CDC) 


61 





Develop phase tests for eva 
trainina oroaress 


luating upgrade 


62 




Develop proficency training guides 




63 




Develop resident course curricu/lum ma|^erials 


64 




Establish or maintain study 


^^ference! f i les 

i 


65 




Evaluate OJT trainees 






! 66 




Evaluate progress of reside 




course 


students 


67 




1 Evaluate training methods. 


tec 


hniques 


I, or programs 

1 


68 




— ^ — — 

TURh 

* 


CARD C 


VER 




! Implement or direct training programs 


69 


} 

\ 


\ Plan, direct, or schedule OJT 






70 




j Procure training aids, space. 


or equipment 


71 


S 

1 

\ 


j Verify personnel enrolled 


n CDCs 




72 


t 


I Write test questions 








73 


\ 
1 


j Write training reports 








74 


i 1 


18 


pi 

1 
I 


(Continued next page) ^ 
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JOB iHVENTORY 
(DUTY ^ TASK LIST) 






90 PAGES 

1 


V 

IF 


AFSC 

296X0 




30NE 
NOW 


E. PERFORMING PLANS MANAGEMENT DUTI 


ES 




1 

i 


Assemble basic plans and annexes into 
nians document 


final 


75 




Assign serial numbers to unit-prepared plans 


76 




Compute and forward recommended plans changes 
+r> nff?rp ni nrimarv resDonsibi 1 Itv (OPR) ' 


11 




Coordinate and forward originated pi 


a 


IS or annexes 


78 




Determine effects of plans < 


pR^host-te 


lant agreements 


79 




Direct staff elements to re 


f\e\ 


^ plans 


80 




Distribute incoming plans o 
staff elements 


r a 


inexes 




■o functional 


81 




Edit annexes prepared within u 
to criteria and format 


lits fo 


- compi iance 


82 




Establish suspenses for change 


3 or re 


/iew of p lans 


83 




Examine mission directives 
nn file 


for 


comp 1 


i 


jnce with plans 


84 




Initate requests for or arrang 
mobil communications teams 


3 base 


support for 


85 




Inspect plans prepared within 
+n r.riteria and format 


units 


f 


Dr comp 1 iance 


86 




Interview staff elements to 
requirements in support of 


identify and analyze 
• plans 


87 




Main+ain plans libraries 










88 


1 


Post changes to filed plans 








89 




Prepare AFM 23-5, AFCS Mobi 
reauests 


le 


Communications Group, 


90 




Prepare and distribute plans summaries 


91 




Prepare annexes for programs management functional 
G 1 ements 


92 




Prepare, file, or maintain 


plans control records 


'93 




Prepare or review agreements with other activities 
tn Dpovide C-E services 


94 




Prepare plans indexes 










95 




(Continued next page) 
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(DUTY -TASK LIST) 


PACE 6 OF .20 




/ 


296X0 


PAGES 


IF 
DONE 
NOW 


Prepare plans tasking two or more unit staff 
elements or base functional elements 


96 




Provide instructions to staff elements on 
implementation of plans 


97 




Review and provide inputs to host-tenent support 
agreements 


.98 




Review incoming plans for impact on unit mission 


99 




Review or provide inputs to host-tenant agreanents 


100 




C DCDCHDM 1 Mn oi AMMIMo rv^cT 




■PROGRAM MANAGEMENT 




FUNCTIONS 


y 


or ■ 




Accompany engineers during 




-engine 


3ring surveys 


101 




Act as focal point for require 
AFSC enqineerinq or install at 


jraents r 
lion ass 


eed i ng 
i stance 


102 




Advise base commanders on rep llVes to 
letters (SCL) or support requ|irement 


site concurrence 
letters (SRL) 


103 




Advise changes of communicatic 
meterological board (CEMB) me 


n? -e 1 ec 
mbersh i 


Tronic and 


■ 104 




Brief engineers on programs 




105 




Compile inputs to test plans 




106 




Conduct research validating C-i 


E requi 


rements 


107 




Convene program courses of action of meetings to 
establish integrated milestone schedules 


108 




Determine functional responsibilities in preparation 
of C-E implementation programs (CEIP) 


109 


• 


De+ermine or validate requiremen+s for additional 
personnel to support new proqrams 


110 




Determine programming actions 
requ irements 


requ i red to meet C-E 


III 




Determine requirements for crypto logic equipment to 
supDort proqrams 


112 




Determine requirements for mobile communications 
support of programs 


1 13 




Establish priorities for C-E installation projects 


1 !4 




Finalize drafts of SCLs or SRLs prepared by 
engineers 


1 15 




Initiate follow-up actions to CEMB action items 


1 16 




(Continued next page) 
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PACK 7 OF 20 PACES 


IF j 
DONE 
NOW 1 


AfSC 

296X0 


ini + is+i:^ /^r* rM-or^occ roniioc+c "fnr fTinh 1 |p commun i ca1* 1 ons 1 17 
* 1 n 1 T 1 ax© Or pr o^^ssp i tscjuco i o i nn^w i i c %^\,/iiHnw niv^wiiwn*^ 11/ 

support of Droqramininq actions 




Kii^+ ; wiro +oipnhnnp main+pnancs of traffic studv lift 
requirements 




Ak+'a I rk -artH r>£^\/ 1 intAj MM i+af"\/ Pon c+pii ct* 1 H fi Ppolect Data 1 10 
vjDxa in ano rev i ew ri ii 1 1 ar y oui lo 1 1 i i ui i i i ^ j • • i i ^ 

forms (DD Form 1391) from civil engineers (CE) 




ParTlcipaTe in joinx raaar pianiiing yruup:> i^^j 




Prepare and submit budget estimates for inclusion \2\ 
In operating budgets 




fi>repare and submf-f supporting Justification for annual 122 
congressional apportionment hearings for funds 




" f>repare and submit teiecommunlcatlons service 123 
reauests (TSR) ' 




Prepare CEMB agenda and invitations t 


0 participants 124 




Prepare C-E requirements foxxCEMB app 


rova 1 1 25 




Prepare directives outllninb c 
responsibilities, and funcffia 


omposit 
ns of b 


fon, 126 
ase CEMB 




Prepare economic analyses 




127 




Provide inputs and iustlf Icati 
operational capabilities (ROC 


or for 
) 


requ i red 1 28 




Provide inputs to responsible 
developing test plans 


activH 


ies for \29 




Provide major air command assi 
p 1 ant- in-p lace record (PI PR) 


stance 
probler 


in resolving 13Q 

rs 




Receive, analyze, or inter prei 
program documents 


USAF F 


= -series 13 j 




Record minutes of CEMB meetinj 


s 


132 




Request pre-engi neering assisi 
deve 1 ooment 


-ance for program |33 




Research documentation for Communications-Electronic 134 
Meteoro 1 00 i ca 1 program aaareqatlon codes (CEMPAC) _ _ 


• 


Research plant-i n-place records (PIPR) for future 135 
reguirements planning 




Research TO 3IZ3--IO-i-2 to determine standard faci 1 iTy 
eouioment list (SFEL) requirements 




Review 10 year defense communications system plans 13-7 




Review defense Communications Agency (DCA) l^g 
management improvement plans (MEP) for USAF support 
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Review digging permits with CE 




139 




Review funds expenditure to preclude cost overrun 


140 


. - ♦ 


Review or analyze requirements for C-^ services 


141 




Review part 1 1 1 of USAF priority designator for 
orecedence rating or designators 


142 




Solicit requirements for C-E services for presentation 
to CEMBs 


143 




Submit Input to command, communications, and control 
oroaram for new programs 


144 




Submit requests for peripheral equipment 




145 


i 


Task subordinate elements to,.«tfbmit prog>ain documents 
<;tinnortina DCA imorovemenx D lans \ 


146 


._j 


Translate operational rea 
concepts and methods / 


/firements into progiNa 


mmi ng 


147 












G. PERFORMING DXUMENTATION PORTIOt^ PROGRA 
MANAGEMENT FUNCTIONS / 


M 






Accomplish staff coordina 
or deletions 


fion on fifrogram actions 


148 




Assign unit control numbe 
Request forms (AF Forms 


r to PC^SP^Inor Clianr 
524) 


e 


149 




Coordinate completed proc 
agencies 


ram actions with resf 


onsipie 


150 




Determine staff actions required to process 
AF Forms 524 




151 




Duplicate or distribute AF Forms 524 




152 




Incorporate appropriate security guidelines into 
program documents 


153 




Initate requests for support by BCE for construction • 
support annexes 


154 




"Maintain unit control registers tor u-t programming 
documents 


155 




Monitor completion of supporting staff actions in 
preparing program documents 


156 




Negotiate with personnel of foreign governments for 
land, bases, facilities, eguipment, or personnel 


157 




Obtain signatures of CEMB chairmen on AF Forms 524 


158 




OB+ain staff coordination for ULiPs suPmi+red by 
subordinate elements 


159 
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Participate as a voting member on technical evaluatiorT 
boards for review o f con tractors^ proposals 



160 



Prepare CEIP documents 



161 



Prepare certificates of installation, removal or 

relocation of C-E equipment 

Prepare draft manpower annexes to CEIPs 



162 



163 



Prepare high value AF Forms 524 



164 



Prepare routine AF Forms 524 



165 



Prepare staff summary sheets for program documents 
Present CEIPs to CEMBs 



166 



167 



Process statements of worl( (SOW) amendments, W 

changes to AFLC support i4ctivit>€?"^^ \ 

Provide inputs for preparation 6r revieV of SOWs 



168 



169 



Receive and compile CEIP annexes 



170 



Revievy and correct CEtPs submitt^ by subordinate 
elements 




171 



Verify CEIP manpower changeyi^equ 1 remen>^ dup i icat Ion 



172 



Verify secutiy aspects of /program/imp I ementat Ion 



173 



H. PERFORMING PROGRAM CoUlUN4 
PROGRAM (PCSP) MANAGEMENT 




IC SUPPORT 



Annotate program C-E <^upport programs functions (PCSP) .74 
between editions to reflect program changes 




Correlate PCSPs with Air Force Lquipment Management 
System (AFEMS) records '^^ 




Correlate PCSPs with Customer account/ customer receipt 
listings (CA/CRL) '-^6 




Correlate PCSPs with program documents to insure 
compatibi 1 i ty '^7 




Inventory C-E equipment wi-"h supply 




Notify program managers of discrepancies and needed 
correc+icns in PCSP documentation '■'^ 




Prepare Data Message Forms (DO Form 1392) for ion 
transmission of cards 
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Prepare Joint Messaqe Forms CDD Form 
to HO USAF for PCSP changes 


1731 ) and send 


181 




Prepare punch card transcripts to administratively 
chanqe PCSPs 


182 




Proof read PCSP cards 




183 




Receive and process PCSP workbooks 




184 




Research PCSPs 




185 




Send cards on Communications Security (COMSEC) PCSP 
changes to Air Force Crypto logic depot CAFCD for review 


186 




Task base supply to furnish or verify stock numbers 
and costs 


187 


1 



I. PERFORMING IMPLEMENTflTION 
MANAGEMENT FUNCTI0N| 



Brief commanders and staff on st^^s of C-E 




188 



Check 80-80 listings agalns-J/CEMPlM cfjarfTges 


189 




Maintain scheme folders 


/ / 19.0 




Obtain data from BCE for 
status reports 


allied '5Uf)p6f*T COnsTf 


uction 191 




Prepare and forward alMe 
status reports 


d supporting structur 


® 192 





Prepare common i cat ions-e I ectronics-meteoroTog I ca I 
program implementation (CEMPIM) 



193 



Receive, review, and disseminate program approval 
notification 



Report status of programs to HQ USAF 



194 



195 



Review and analyze program implementation progress 
reports 



Review, correct, or make imputs to El MS reports 



Review scheme progress using engineering-installation 
management system (EtMS) command status reports 



Submit as occurs changes to CEMPIMS 



Take actions required to assure milestone schedules 
are met 



Take action to insure quality control inspections 
of installed facilities ^ 



196 



197 



198 



199 
200 



201 
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Take action to insure transfer of real property 202 
or equipment after installation 




Task maintaining agencies with procurring equipment 203 
such as radio crvrstals, test equipment, or bench stock 




Task operating agencies with procurring operating 204 
supplies 





Update CEMPIMS upon scheme completion 205 



J. PERFORMING BASE WIRE COMMUNICATIONS PROGRAM (BWCP) 
PORTION OF PROGRAM MANAGEf'.CNT FUNCTIONS 



Compile and forward base w/re communication p(\ogrcm 
(BWCP) documentation into brochu/ 




206 



TURN CARD OVE 



Compile future BWCP telephone reqo^rements for 

base agencies I / 

Convene BWCP meetings I ^ — 



207 



208 



Examine progress of mi lite 
implementation of approv4cl 



ry construction and- 
BWCPs 



209 



Notify base customers to submit future telephone 210 
requirements 



Notify BWCP members of impending conferences 



Notify communication unit wire telephone maintenance 

section of traffic study requirements 

Prepare and distribute BWCP agenda 



21 I 



212 



213 



Prepare BWCP Requirement Data forms (AF Form 1224) 



Prepare BWCP Requirements/Resource Uata cuommericai 
Leased) forms (AF Form 1265) 



214 



215 



Prepare Requirements/Resource Data (Government 
Owned) forms (AF Form 1225) 



Prepare minutes of BWCP meetings 



Receive and confirm schedules 
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Record minutes of BWCP meetings 



Review and coordinate engineers' recommendations on 
BWCP 



Review military construction projects to determine 
impact on base wire plant 



Review new C-E programs to determine Inpact on base 
wire plant s 



Review real property disposal actions to determine 
BWCP impact 



Submit emergency BWCP requirements 



Submit minutes of BWCP meetings for review 



PERFORMING BUDGET I NG/FUNCT 




Attend base budget meetings 

Brief C-E staff of ficers oy6ase bud^yt^ 
Brief C-E staff officers 911 leasejT long line Duagexs 



Brief C-E staff officers jon leasfecl communlcai 
budgets 



Brief unit commanders on ARCS unit budgets 



ons 



Brief unit commanders on supply and equipment 
budgets 



Calculate actual leased communications costs 



IF 
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220 



221 



222 



225 



224 



225 



226 



227 



228 



229 



230 



231 



232 



Calculate new leased communication requirements 



Compile inputs for ARCS unit budgets 



Compile inputs for base communi cat I ons portion of 
base budgets 



Compile inputs for leased long line requirements 



Conduct meetings on ARCS unit budgets 



233 



234 



235 



236 



237 



Determine funding category for new programs 



Draft ARCS unit budgets 
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Draft communications portion of budgets 


240 




Draft leased communications budgets 




241 




Draft leased long line budgets 




242 




Evaluate cost center code expenditure reports 


243 




Make adjustments to AFCS unit budgets 




244 




Make adjustments to communications portion of base 
budqets 


245 





246 



Make adjustments to leased 



I ine budgi 




247 



Make adjustments to supply/and equlpinent budgets 

F^repare call to host cr 
portion of base budget e 



jnant 
timate 



s for\ communication 



248 



249 



Prepare call to un!t staff el^ents for/AFCS ur/ft 

biidget estimates 

Prspa re call to unit staff elemeiji^for leas^fS 
long line requirements j/^ 



250 



251 



Prepare call to unit staff 'e>Bments fqp^upp ly 
and equipment requirements/ 



252 



Prepare directives outlining unit 

responsibilities for bud^t preparation 

Prepare requests for unprcgrammecf r equir eme iil s - 



2^3 



254 



Review and provide commenis on government accounting 

office (6A0/USAF) audit deports ] 

Keview copies of TDY orders and post into budgets 



Verify or post changes to budgets 



255 



256 



257 



Write scheme support costs for BWCP projects 
into annual budgets 



258 



PERFORMING UNIT ADMINISTRATIVE MANPOWER FUNCTIONS 



Brief commander or staff on manpower actions 



Conduct annual review of authorized civilian 
positions 
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Distribute time cards to work sections or personne 



Edit and evaluate manpower requests prepared by 
other staff elements 



Maintain time cards on civilians 



Prepare manpower reports 



Prepare or edit -organizational position descrtptlons 



Prepare input for and review unit mission regulations 



Prepare or submit manpower requests or manpower change 
requests 



Prepare organization and missMn pamphle 



Process civMian personnel pos'ftfon aujftori 

cha ncje requests 

Provide data to ma 



Process civilian hiring acTrlons 



Process civilian overhin 




zatlon 



npower engTneep^lTg teams^^ET) 



Review functional statements/for mtssipn compi lance 



Review or correct unit deteil listings 



Receive or disseminate un 
to staff or subordinates 



Review organizational or 
standardization or missi 



t detaH— h ibl iiiyb (VO L) 



unctional charts for 
(fn compi lance 
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Review, update, or supplement joint mission 
regu lations ^ 



277 



M» MANAGING AND ADMINISTERING COMMERICAL OR GOVERNMENT 
FURNISHED COMf-lUN! CAT IONS SERVrCES 



Uojiect relnbursement for Improper long distance 
telephone cal Is 

Conduct annual reviews of leased comniunlcations 
services 

Conduct research in procut?f*Tng leased^><5mmunicatIons 



278 



279 



280 



Evaluate actions on Cor 
forms (DD Form 428) i 


^er\ca\SQj[:^U:es Authorization 281 




tvaluate commercial le 
with cofranunications o 


3se cofftnunicat^ 
>orot-fj)n offtcj 


ons sdrvice 

Irs 1 282 





Evaluate commerical lease ccmmuni£^fons s«Jrvfces 
with local telephone company refresentat/ves 



283 



Examine communications expenditures allcscatfons 




284 



Examine users for class A to cla 



285 



Examine verification 
of f icers . 



286 



Identify makers of long distan 



Initiate paperwork for p 
reinibursable items 



Maintain list of telephone control officers 



287 



288 



289 



Maintain Summary of Authorized Equipment and 
Services forms (AF Form 1076) 



290 



Manage CEMB projects in leased communications 



291 



Prepare and forward long distance call billing 
statements for verification 



292 



Prepare and submit completion notices of service 
using Equipment Order forms (AF Form 782) 



293 



Prepare and submit reports on leased commerical 
communications 



294 



Prepare and submit Request for Communication Service 295 

forms (AF Form 1218) 

Ipment Order forms (AF Form 782) or AF Form 9 296 
maintenance actions on non-tactical radios 



Prepare Equ 

for leased 

Prepare non-tactical priority replacement listings 
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Prepare Public Voucher for Purchases and Services 

other than Personal forms (SF Form 1034) 

Prepare telecommunications service requests 
(TSR) and submit to higher headquarters 



Present budgeting items to budget working 

groups (BWG) on communications requirements 
Present items on leased communications to CEMB 
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IF 
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Process or review Custodian Request Recefjji 
(AF Form 6016) for non-tactical radios 



forms 



Provide technical ad v fee for the procurement of 
commerica I communications 



300 



301 



302 



303 



Research and prepare tndividual Telephone Service 
Record forms (AF Form 1077) 



Research and process Loca 
Order forms (AF Form 103^5) 



Service 




304 



305 



Research or prepare Lo< 
Request forms (AF Fo 



rvice 



Review current lists 
for commission 



306 
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307 



Verify services received prior tojotfking 
of leased communications servicEs 



Verify transfer or maintenance ojr non-ta(^tical 
radios and process bills 



yment 
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[wGO TO 
TASKS 



PAGE xii AND 
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WHEN YOU HAVE COMPLETE 
YOU WILL HAVE COMPLETE 

PLACE THE CARDS IN THE _ 
TURN THIS BOOKLET IN TO YOUR^^SCCDPATTONAL 
SURVEY CONTROL OFFICER. 
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